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GHAPT.i!iR I 
INTRO!JU~'TION 
The purpose of this study of the current personnel 
practices of a number of small firms in the vici~ity of 
Boston is first, to find out what those personnel prac-
tices are that are presently being used, and, seeond, to 
find out what the structure and operating policies are of 
the personnel departments in these companies. The third 
aim of the study is to determine those areas of the person-
nel function which are the strongest and those which could 
be enlarged upon or strengthened to give the best service 
to the company and i t.s employees. 
Although a great deal of research has been carried 
out with regard to the personnel function, practically all 
of this material has been related to the problems of the 
{ 
larger firm and does not consider the special problems and 
organizational differences of the small firm. One of the 
questions this brings to mind is, are the well-known person-
nel functions being used by small business? Is it economical 
for the small firm to establish a separate personnel depart-
ment with the services rendered by larger firms? uoes such 
a department increase the efficiency of the small firm and 
eut costs? 
In this investigation, a detailed questionnaire 
4· 
was sent to those small businesses who have participated in 
the Seminar in Practical Management for Small Business, con-
ducted by Boston University, College of Business Adminis-
tration. In addition to this, case studies were;made of 
six firms from different fields of operation. Representa-
tives of these firms were interviewed and the descriptions 
of their personnel practices are included in the body of 
this study. Since there has been so little published material 
in this area, it was felt that the best way to approach the 
problem was through the survey and case study methods. 
This study covers the practices of smatl firms in 
the areas of employment practices, medical services, services 
to employees, payment systems, training practices, employee 
counseling, job evaluation, and general employer-employee 
relationships. 
5-
A. Materials Used 
CHAPT~R 2 
~THOD o~· APPROA~H 
In order to obtain information about the person-
nel practices employed by a representative group of small 
businesses, it was decided that the most efficient method 
of gathering information from a large number of these com-
panies was to use a direct mail questionnaire, accompanied 
by a letter explaining the purpose of the questionnaire and 
the survey. 
B. Construction of the Questionnaire 
Following an outline of general areas covered by 
successful personnel practices employed by larger businesses, 
a questionnaire was constructed covering the areas of employ-
ment practices, health and safety measures employed by the 
companies, company services to employees, payment systems and 
fringe benefits, training practices and other services, which 
include such items as employee counseling facilities, job 
analysis, merit rating systems, and exit interviews to mention 
a few. 
6. 
The first rough questionnaire was giv~n a trial in 
order to eliminate unnecessary questions, discover any important 
areas which might have been ommitted and to find out which order 
of arrangement would be the most efficient for gathering the 
desired information as well as arranging the questionnaire 
for ease and speed of completion by those being questioned. 
7· 
Prior to this trial, the questionnaire was constructed 
so that one or two word answers were required and, in some 
cases, a phrase was required to answer the quest1ion. As a 
result of this trial, it was felt that this was ,a time-con-
• 
suming procedure and it might prove to be a discouraging or 
bothersome task for those who were asked to complete the 
questionnaire. 
The questionnaire was then revised so that most of 
I 
the questions could be answered by placing a check beside the 
answers provided for "yes" or "no" items. In other Questions 
which could not be answered with a "yes" or a "no," a space 
was provided for a brief response to be written in. The latter 
type of question was kept to a minimum as far as possible. In 
some instances, questions could be answered by 9hecking those 
items in a list of personnel practices which the company 
employed. 
In addition to the questions on personnel practices, 
an area was designed to obtain information about such items 
as the number of people employed by the firm, the structure 
of the firm, the structure of the personnel department in the 
firm (this assumed that such a department existed within the 
firm), what records are kept concerning each employee, and 
finally, but perhaps the most important questions in the survey 
which measures in the field of personnel practices have 
proved to be the most successful and which measures have 
proved to be of the least value to the small business. 
In this trial, the questions were administered in 
I 
an interview. At the close of the interview, the interviewee 
' 
was asked for his opinion of the questionnaire ~d also if 
he ~elt that any areas were inadequately covered or whether he 
felt that some questions might be omitted. 
Questions which had not been previously included and 
which were suggested for inclusion in the survey were those 
I 
concerned with company policy on sick-leave and rest periods. 
8. 
It was found that by rearranging the order and changing the 
location. of some questions, the questionnaire was more efficient. 
In the construction of the questionnaire, an effort 
was made to keep it fairly short. The result was a two page 
questionnaire divided into seven areas, construqted so that 
I 
the items could be answered by checking the appropriate answer 
from a group of answers provided or by writing-in a short 
answer. 
C. Distribution of the Questionnaire 
The questionnaire was sent to seventy-five small 
businesses in the Eastern Massachusetts area who, at one time, 
had enrolled representatives for the Seminar for Practical 
Management for Small Manufacturers," presented by Boston 
University College of Business Administration. All of the 
companies employ less than five hundred people and are 
engaged in such wJ.,dely divergent fields as food processing 
and distribution, clothing and fabric manufactu~e, research 
and development, manufacture of industrial tool~, pharmaceuti-
cal manufacture, commercial prin1;lng, rubber manufacture and 
in.dustrial packaging, to mention only a few of the areas of 
endeavor included in the group. It was believed that 
somewhat better-than-average returns for a direct mail ques-
tionnaire would be obtained from this group, ke~ping in mind 
the fact that representatives from each company had been 
enrolled in the seminar. 
The questionnaire and letter were sent together with 
a stamped, return addressed envelope to facilitate the easy 
return of the completed questionnaire. 
D. Case Studies 
In presenting the case studies, no names ha.ve been 
used, rather, coreletters have been substituted for the company 
names. The particular companies were chosen with the desire 
in mind of obtaining a representative picture of the types of 
personnel practices in use in the various small businesses 
in the Eastern Massachusetts area. 
CHAPT.t!;R 3 
COMPANY A 
A. General Information 
Company A is engaged in the processing of fabric 
for convertible automobile topping. The operations of the 
company include purchase of the fabric, dyeing, ~aminating 
and the application of a chemical solution containing sili-
cones to make the material water resistant. The process 
consists of laminating two layers of fabric with a thin layer 
10. 
of rubber between them and then vinyl coating thi& material and 
applying the hot silicone solution for water resistance. Another 
alternative is the application of hot wax for the water resis-
tance desired. Rigid specifications must be met with regard 
to color, strength, water resistance and quality. The company 
works on a close yroduction schedule. In addition to its 
clerical, administrative and production employees, the company 
also maintains its own laboratory to test the fabrics, dyes 
and water-proofing materials. 
B. The Personnel Department 
Company A does not have an established personnel 
department. The functions of a personnel department are 
carried out by the office manager, the production manager, and 
the head of the firm. 
c. Employment Practices 
In the area of selection and placement, Company A 
does not make use of the application blank. Employees are 
interviewed by either the plant manager, if they are to be 
engaged in the production or laboratory work force, or by 
the office manager, if they are being considered for the 
clerical staff. Administrative employees are also inter-
viewed by the head of the firm in addition to being inter-
viewed by the production manager. 
11 
All prospective employees of this firm are inter-
viewed by either the production manager or the office manager 
and, generally,these men decide which persons are to be hired. 
In the event that any question as to an individual's employment 
arises, the decision is made by the head of the company who has 
the final authority in the hiring of all employees. 
The company uses the services of employment agencies 
in seeking applicants. They also use newspaper advertising, 
school placement offices, and the services of the local radio 
station. In using the services of the schools, when a position 
for a clerical worker opens, the of~ice manager contacts the 
shorthand and typewriting teachers in the local high schools 
to find out which students have good skills and are available 
for work. In most cases, the office manager hires those young 
women recommended by the teacher, who keeps in ~nd the fact 
that the company wants a competent, intelligent person who has 
good skills and initiative for clerical positions. 
The company uses newspaper advertisements and the 
services of the local radio station when openings in the 
production unit ooour. The company also works closely with 
others in its field and if a good prospective worker applies 
I 
to one of the other companies where there is no opening, the 
worker is referred to Company A. In almost all cases, the 
company is looking for well-qualified workers in its field. 
Physical examinations are not required for the 
employees of Company A. 
Company A does not employ tests in the selection of 
new employees, basing its judgements with regard to the appli-
cant's qualifications on the interview and in checking with 
the applicant's previous employers and schools as to previous 
work record in the case of production workers. In the ca~e 
of clerical workers, the office manager checks with previous 
employers, and in the case of recent high-school graduates, 
with the business subjects teachers. A brief shorthand and 
typewriting test is occasionally given to those applicant's 
who are not recent graduates of the local high schools at the 
time of the interview. 
D. Health and Safety Practices 
12 
In the area of health and safety, Company A maintains 
first aid facilities in the plant to give emergency treatment 
for any injuries occurring within the plant. After such 
treatment, the employee is referred to a local physician, or 
goes to his own doctor. 
Annual physical examinations are not reQuired of 
each employee. There is a company sponsored hospitalization 
plan at Company A. The company pays the cost ot Blue Cross-
Blue Shield for each of its employees. If the ~mployee wishes 
! 
to include the members of his family in this plan, he must 
pay the additional costs incurred by the extended coverage. 
Company A has no formal safety program, nor does it 
give any refresher courses or have meetj_ngs or staff confer-
ences in this area. All safet~r l"'J.les and regulations are 
explained to the employee when he is l:.:.ired end any furt~ner 
action on the part of the company with regard to safety 
education and enforeement ofrules is handled when nec9ssary 
by the department supervisors on an informal basis. 
E. Company Services to Employees 
13 
In the area of company services to employees, Company 
A does not have lunchroom facilities on the premises for the 
convenience of its employees. At lunch time, the employees 
generally congregate in their immediate work area or go out 
of the plant to eat. The administrative and laboratory workers 
eat lunch in the laboratory where it is possible to make 
coffee or tea using a bunsen burner. 
There are no other services such as an employee 
magazine, a recreation area, or a company loan fund, In the 
last area, however, an employee may, if the circumstances war-
rant it, be allowed an advance on his salary. 
Company A does not publish a handbook of general 
company policy outlining the rules of the company, listing the 
facilities available to the employee or setting ~orth the 
general promotion policies of the company. These rules and 
policies are set forth to the employee at the time of hiring 
in the interview or, after he is hired, by his supervisor or 
the office manager if the employee is a clerical worker. 
Company A does have an annual company party at 
Christmas-time for the employees. Families of the employees 
are not included and the party takes place in the plant at 
the close of the work day. 
F. Payment ~ystem 
Employees of Company A in the productton unit are 
paid on a straight-time basis. They are given a two-week paid 
vacation and have ten paid hOlidays per year. They work forty 
hours per week. Ulerical employees are paid on a salary basis 
and work thirty-five ho~rs per week. 
Company A contributes to an accident insurance plan 
for its employees as well as to a pension fund. In addition 
to this, Company has a profit sharing plan which includes all 
of its workers. The plan works on the following basis. After 
14 
the first $15,000.00 of the profits have been set aside to 
cover dividend payments, ten per cent of the remaining profits 
may be put into the profit--sharing fund, before deductions for 
Federal Taxes have been made. This sum is then distributed to 
the employees after the close of the company's fiscal year. 
G. Training Practices 
Company A does not have a formal training program 
for its employees. Rather, there is an informal on-the-job 
training program to indoctrinate the employee ihto the various 
duties and responsibilities of his job. This t~aining program 
does not include instruction about the company rules, regula~ 
tions, and services. The employee learns about co~pany rules 
either in a conference with his supervisor or at an interview 
with the plant manager on his first day as an employee of the 
firm. 
The company has had no experience in ~sing the 
seniority system at times of lay-off and re-hiring, since 
such conditions have not occurred in the history of the 
company. 
The company has not had to fill any key positions 
as yet. ~~en a managerial position opens, however, the head 
of the firm plans to fill any such openings by promoting 
workers· from within the present staff. 
15 
Company A does not have foremanship training classes. 
16 
At the present time the production force is smal~ and is 
under the supervision of the plant manager, whose orders come 
directly from the president of the corporation. As the company 
grows, the head of the company feels, such a system would prove 
to be of great value in keepingthe practices and1 methods used 
by the foremen in line with company policy and as a measure 
to make sure that supervisors are kept up to date on the latest 
methods in their respective fields. 
Company A does encourage its employees to further 
their academic training and, in some cases, has contributed 
to the cost of such training, or makes arrangements so that, if 
necessary, the employee m.ay have time off without loss of pay 
to'attend classes or to leave the plant early to attend classes. 
In the cases where the company pays the tuition bill, the 
employee is given a check for the necessary amount, made pay-
able to the school, at the beginning of the school term. 
H. Other Services of the Personnel t>taff and the Uom.pany 
Among those other services listed in the questionnaire, 
Uompany A gives only exit interviews. These are handled on a 
more or less informal basis in the privacy of the office mana-
ger's or production manager's offices. At this interview, an 
attempt is made to show the employee the reasons for his dis-
charge and how~ he may be able to correct such 
1
causes in the 
future. 
A. General Information 
OH.AP'l'..!!;R 4 
COMPANY B 
Company B is engaged in the manufactu~e of instru-
ments for measuring pressure and temperature. 1he process 
ranges from research and design to the complete assembly of 
the finished instrument. 
17 
The company is located in a suburb of Boston, near 
one of Massachusetts• major highways. It employs two hundred 
and twenty-one people. Of that number, ninety-~ive are engaged 
in production which includes material control, production 
control and production engineering as well as assembly. Thirty-
five peiple are employed in the Engineering vepartment and 
fifty-five in the Research Department. The remaining thirty-
six are employed as administrative personnel. 
B. The Personnel Department 
Company B has an established Personnel Department 
which consists of the personnel Manager and one secretary. 
The Personnel Manager holds a Bachelor of ~cience in Business 
Administration and the Master of Business Administration degrees 
from one of the local universities, haveing concentrated his 
studies in the area_of Personnel Management. The Personnel 
Manager directs the personnel functions of the company and 
the secretary carries out the necessary clerical work entailed 
by these operations. 
C. Selection and Placement Practices 
uompany B uses two application forms as part of 
its selection and placement practices. The first of these is, 
in effect, an interview card which requests the following 
information; applicant's name; applicant's address; and a 
brief educational history. The card also provides space for 
I 
the interviewer's comments on the applicant's qualifications. 
This form is used for interviewing and screening purposes. It 
eliminates the necessity of having all applicants, whether 
suitable or not, fill out the longer, more detailed, formal 
application form. 
18 
The second application blank is, of course, far more 
detailed and is filled out by those applicants who successfully 
complete the screening interview and have the necessary 
qualifications for the job. 
Both of the above forms are kept as a permanent part 
of the individual's records if he is hired. Th~ interview 
card also furnishes the company with a list of available 
labor complete with the individual's qualifications for future 
reference. 
All applicants are interviewed, first for screening 
purposes, by the Personnel Manager. If they have the necessary 
skills or qualifications for the job, they are requested to 
fill out the formal application form and are given information 
about the job requirements by the Personnel Manager. Then 
they are interviewed by the Department Manager or the 
supervisor for the job. No applicants are hired without 
having had the two interviews. In some departments such as 
the Engineering Department, the applicant has as many as four 
interviews. This procedure has proved to be an .efficient one 
for this particular department, keeping the turnover rate to 
a minimum. 
19 
The immediate supervisor makes the final hiring 
decision. In the cases of research and engineering applicants, 
tb.e decision is made by the Department Manager. , 
The applicants do not have to submit written refer-
ences as part of the application procedures. However, a care-
ful check is made, using the application blank information, of 
all employees with the exception of assembly trainees and 
maintenance employees. The check is made ~~th regard to the 
individual's previous employment record or personal references. 
Occasionally, the Personnel Manager encounters difficulty in 
obtain1ng information about some applicants. In such cases, he 
requests the Retail Credit Corporation to make a "personnel 
check." This service can be obtained for a small fee and 
requires about ten days time to complete. 
The new employees of the firm do not have to take 
physical examinations, nor are any employment or psychological 
or intelligence tests used for selection and placement purposes. 
Company B uses the services of employment agencies 
when it wishes to recruit new employees for its work force. 
It makes use of private and state-sponsored agencies, news-
paper advertising and school and college placement agencies 
depending upon the type of workers it wishes to recruit. 
D. Health and Safety Practices 
Company B has first aid facilities within the plant 
for treatment of any injuries which might occur. 
Annual physical examinations are not required for 
the employees. A mobile .x-ray unit visits the Pilant at yearly 
intervals for the convenience of the employees, who are not 
required by the company to have chest A-rays unless they wish 
to. 
20 
Company B pays fifty per cent of the cost of a hospi-
talization plan. The employee pays the remaining fifty per 
cent of the cost. This is usually deducted fro~ his pay 
together with Federal Wi thhold:ing 'lax and Social t;ecuri t y 
payments. 
The Safety Committee conducts the safety program at 
the plant of Company B. This committee is composed of the 
Personnel Manager, the Assistant General Man~ger, and one 
member every four months from one of the operating depart-
ments. The functions of the t;afety Committee include inspection, 
a review of any accidents which might have occurred in the 
period between the regularly scheduled meetings ,of the committee, 
and the making of recommendations to improve the safety condi-
tions within the plant to eliminate such accidents. On the 
whole, the Personnel Manager reports, the company has a good 
safety record. He feels that, in part, this is due to the 
nature of the work which is small parts assembly, requiring 
no heavy mechanical ,~paratus 
E. Company Services to Employees 
Company B does not have a regular lunchroom on the 
plant premises. However, there is an eating area set aside 
from the regular work area. Food is sup~lied b~ a series of 
automatic vending machines which supply such items as sand-· 
wiches, pastry, coffee, ice-cream, hot soups, hot main dishes, 
and candy bars and soft drinks. The machines are serviced 
by an outside company. A certain amount is paid by this firm 
to Company B for rental of space for the machines. The money 
isturned into a fund which can be used for such items as a 
I 
picnic for the employees and their families and to supply 
tables and benches for outdoor eating and relaxation in the 
summer. 
An employees magazine, which is considered by the 
employees to be an excellent one is published by the company • 
• 
21 
The magazine is edited by one of the technical writers employed 
by the firm and strikes what is felt to be a happy medium bet~en 
informal chit-chat and gossip and a more formal type of house 
22 
organ. The magazine is printed outside the company on a coated 
paper, eight and one~half inches by eleven inches, and is 
illustrated. 
The company does not have space to furnish its 
employees with a recreation area but hopes that a picnic area 
with the benches and tables mentioned above will furnish the 
employees with an outdoor recreation area in the warmer 
weather. 
Company B has prepared a handbook of general company 
policy which outlines the operating rules and lists the company 
benefits and facilities available to the employees. The 
promotion policies of the company are not outlined in this 
handbook but are explained to the employees during the hiring 
interview by the Personnel Manager. 
A Christmas party is sponsored by the Company. 
Employees may bring one guest to this party. In the past, 
the company, using proceeds from the automatic vending 
machines, has held family picnics for its employees. These 
outings have been especially arr~~ged to entertain the children 
with pony rides and games. This type of outing was not held 
during the past year because the pressure of business was 
heavy and no time was available to plan and hold the picnic. 
The Personnel Manager hopes that the company will be able to 
hold a family picnic this year. 
F. Payment System 
Although some of the processes of Company B could 
be adapted to an incentive payment system, the company pays 
its employees on a straight time basis for a forty-hour work 
week. The employees have six paid holidays per year. 
Vacation time is granted by the following method: 
each employee is granted one day's vacation time for each 
month he has worked for the company during the year. There-
fore, if an employee has worked a full year, he is granted 
time off for twelve working days with pay; if an employee 
has worked six months consecutively, he is granted time off 
for six working days for his vacation. 
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Company B also offers a company-paid life insurance 
plan for its workers as well as accident insurance. A Credit 
Union has been established for the convenience of the employees 
in saving and obtaining loans. This Credit Union is operating 
under the direction of the employees. 
The employees of Company B are not unionized. 
G. Training Practices 
The company does not have a formal training program 
whereby its new employees are sent to classes for their 
training. Assembly trainees have a training program which is 
the closest to a formal training program, but it is classed 
by the company as on-the-job training. The Engineering and 
Research Departments do not have training procedures since 
the nature of the work in these departments is mo~e highly 
specialized and depends on the initiative and academic train-
ing of the individual rather than any type of training the 
company could offer. 
The existing on-the-job training program covers 
only instruction in working procedures. Instruction in 
such areas as company rules and policies are covered by the 
employee's handbook distributed by the company. 
Although Company B does not have an established 
foremanship training program, relying on on-the-job experi-
e:nce to train foremen,. it realizes that such training can 
be of great value to the company. The company has established 
the p0licy of sending two of its foremen to,each of the train-
ing program sessions conducted by the National Metal Trades 
Association for foremen. In this manner, the company plans 
eventually to have all of its foremen trained so that the 
supervisory practices of the company will be uniform and be 
more likely to increase the out put and harmony of the company 
than its present supervisory practices do. 
Company B encourages its employees to continue their 
formal educational training. It has established a scholarship 
at one of the local universities which offers evening courses 
in the scientific and engineering fields. When the employees 
of Company B successfully complete a course at this university, 
they are refunded the amount of their tuition charges 
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by the university from the proceeds of the scholarship 
fund. The employees can enroll for classes in whatever subjects 
in the engineering and scientific fields that they choose. It 
is not necessary to grant the employees time-off from work 
to attend classes, since the classes are conducted in the 
evening. 
H. Other Services of the Personnel Department and the Company 
Counseling is available to the employees on an 
informal basis. They are free to talk over their problems 
with the Personnel Manager or the Department Supervisor. If 
a department manager or supervisor feels that an employee has 
a problem which he cannot handle, the employee is referred to 
the Personnel Manager who has the authority to make arrange-
ments or suggest professional counseling assistance for the 
employee in the area which is troubling him. 
At the present time the company is in the process 
of establishing a job analysis program throughout the plant. 
There has been no decision as yet with regard to the pos-
sibility of using the results of this study as a basis for 
establishing an incentive payment system for those areas 
and jobs which would be adaptable to such a payment system. 
Company B has a merit-rating system. The production 
employees are reviewed four times a year by their immediate 
supervisors who use standardized merit-rating scales, which 
are subsequently filed in the employee's work history record 
after review by the Department Manager. The merit-rating 
system for engineering and research employees does not make 
use of a formal rating scale. Rather, the Department Mana-
gers rate their employees on a more or less informal basis 
and file written reports with the Personnel Manager to be 
entered in the employee's work history folder. These reports 
rate the employee in relation to his job in the particular 
field in which he is engaged. The reason for following this 
procedure is that the company feels that the nature of 
engineering and research jobs does not lend itself to a 
formal rating on a standardized rating scale but requires 
an individual and more specialized approach. 
The company has made comparative wage and earnings 
studies in its field in the past. The findings have illus-
trated that Company B's salary scale is in line with the 
others in its field. The pay scale at Company B can be 
considered neither low nor high, but average for the industry. 
Employees who are discharged or leave the employ 
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of the company, are given an exit interview by the Personnel 
Manager. In the case of employees who are being discharged, 
the company's reasons for this action are given and a review 
of the employee's record is made. If an employee leaves 
voluntarily, the Personnel Manager makes an effort to discover 
the underlying reasons, other than those stated by the employee 
in his resignation, for leaving which might point up flaws 
or underdeveloped areas in the personnel functions of the 
company or find out what underlying personal conflicts, if 
any, might have caused the resignation. The employee 
receives his final pay check at this interview. 
Company B feels that it has a generous sick-leave 
and compensation program. The compensation is based on the 
length of the individual's service with the company. The 
schedule is as follows. An employee receives no compensation 
for time lost due to illness until after he has been employed 
by the company for three consecutive months. From three 
months to one year, single days of absence are paid for by 
the company at the discretion of the Department Manager, and 
if the employee is absent for five consecutive days or longer, 
the company makes up the difference between the compensation 
insurance and the employee's regular pay up to a total of 
four weeks of absence during the year. If an individual 
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has worked for the company from one to three years, the 
difference between the insurance payments and the employee's 
regular pay is paid by the company up to a total of eight 
weeks. If an individual has worked for the company for three 
years or more and is absent due to illness, the company will 
make up the difference between the amount of insurance pay-
ments and the employee's regular pay for a period of up to 
fourteen weeks. In order to receive this payment, the employee 
must present the company with a certificate from his doctor, 
stating the nature of his illness and its duration. 
The employees of Company B have two rest periods 
per day, one in the morning, the other in the afternoon. 
Each of the rest periods lasts about fifteen minutes. 
The Personnel Department files of Company B con-
tain the following material for each employee: first, 
his application blank listing his educational background, 
work history, and personal history; second, his work history 
folder containing his complete work history while employed 
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vy Company B; third, his wage record card listing his starting 
rate of pay and any wage increases as well as th~ type and 
' amounts of salary deductions; and, fourth, an index card 
file listing the employees alphabetically and another list-
ing them according to date of first employment. 
I. Successful Personnel Functions 
~en asked, "Which of the personnel functions used 
have proved to be the most successful in your company," the 
Personnel Manager said that he felt that all those functions 
currently in use by the company were successful. However, 
he and the employees and those on the policy making level of 
management feel that the health insurance plan with additional 
payments by the company, the automatic vending machines for 
the sale of food, the employee's magazine, and the company-
sponsored educational plan which benefits the employees, the 
company, and the university, have been the most ~uccessful 
personnel practices used by the company to date. 
The Personnel Manager could recall only one measure 
which did not meet with any great degree of success in the 
company. The Personnel Manager had used a Vacation Litera-
ture Rack where he had been employed previous to his asso-
ciation with (.;ompany B. The measure had met with a great 
deal of success. This practice was tried on a small scale at 
Company B, with one rack and a variety of literature being 
supplied. The employees did not have any great interest 
in this service so it was discontinued. 
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The theory underlying the use of the above listed 
personnel practices at Company B, is that the working environ-
ment should be pleasant for the employees. The employees 
should get more from their association with the company than 
just a place to work forty hours a week to earn wages. 
Company B is trying to offer its employees as many as possible 
of the services and benefits available to employees of larger 
firms to give them satisfaction in their working environ-
ment and still keep the warmth and informality and feeling 
that the employee is an individual, which is possible within 
the framework of the small firm. 
UUMPANY U 
A. General Information 
Company C is engaged in the baking and distribution 
of bread and various bakery products related to bread such 
as rolls and fancy types of bread. The company is proud of 
the high quality standards it maintains in the production of 
its merchandise. The chief product, and best known of the 
firm is a dark rye bread. The company is a private corpor-
ation which employs one hundred and fifty people, one hundred 
and twenty-five of whom are engaged in production and distri-
bution and the remaining twenty-five are engaged in the 
administrative procedures required by this operation. 
B. The Personnel Functions 
The personnel operations of the firm~ as described 
' by the General Manager, are "personal" rather t~an personnel. 
His definition of this is that the functions are carried on 
chiefly by himself and he originates all policies with regard 
to this area in the company's operations. 
c. Selection and Placement Practices 
Company C does not use an application blank in its 
selection activities. Each of the applicants is interviewed 
before hiring. The interviews are conducted by the department 
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foreman involved and the General Manager of the firm. The 
General Manager makes the final decision with regard to 
all applicants who are hired by the company. Some applicants 
are hired without an interview by the company., These are the 
workers who are members of the baker's union, which serves 
as one of the "employment agencies" that the company uses. 
Company C also uses the services of private employ-
ment agencies in recruiting workers. Generally, these 
agencies recruit workers for the administrative and sales 
force in the company since most of the bakers and bakery 
workers are obtained through the union. 
The employees do not submit written references 
in applying for work, nor do they list any when applying 
since there is no application blank in use at the company. 
Information about the individual's employment record must 
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be obtained in the interview or from the union, as must such 
items as qualifications for the job. An informal check of 
these items can be made by checking with the previous employer. 
New employees are not required to take physical 
examinations after they are hired by Company C. They do 
not have to take any employment tests. In the area of 
production, the company feels that such information would be 
of little use, since a check can be made on the worker's quali-
fications through the union, or from a previous employer, 
Administrative employees and clerical and sales employees 
are also exempt from taking employment tests at Uompany c. 
The General Manager feels that he can gain all the infor-
mation that he needs to make a decision about the quali-
fications of the applicant in the two interviews which 
are given to each applicant. 
D. Health and Safety 
First aid facilities are available throughout 
the plant to treat any injuries which may occur during the 
work process. The more serious accidents are referred to 
a local physician. 
Although the company is invloved in the processing 
of a food product for human cons~ption, its employees are 
not required,to take physical examinations periodically. 
The company pays the entire cost of a hospital-
ization plan for the employees, with the exception of that 
portion of the cost which is incurred by the addition of the 
employee's dependents coverage by the plan. 
Company C has no formal safety plan in operation at 
the present time. The safety function is handled on an 
informal basis by the department foremen, who refer any 
a,spect of this function that is unusual or serious to the 
General Manager. 
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E. Company Services to Employees 
Company c has no lunchroom or cafeteria facilities 
on the premises for the convenience of its employees. 
Lunches are either eaten in the plant itself or employees 
must leave the ·plant to buy their luncbes. There is no 
recreation area for the employees at the plant. 
The company does not publish an employees' maga-
• zine nor does it sponsor a loan plan for its employees. 
The company does not have a handbook of general 
company policy for distribution to its employees. The opera-
ting rules and promotion policies of the company are outlined, 
however, in the contract with the union for those rules and 
policies which concern the production unit of the company. 
In addition to this information, the contract also outlines 
the pay system and regulations and those fringe benefits 
which are included under the bargaining agreement'. Company 
rules relating to the clerical, administrative and sales 
force are presented to the employee in an informal fashion 
by his fellow-workders or by his immediate supervisor. 
The company does not sponsor any social functions 
for its employees during the year. Any such functions are 
inaugurated and carried out by the employees themselves and 
do not take place on company property and company time. 
~. Payment ~ystem 
The production and clerical employees of the 
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company are paid on a straight time basis for a forty-hour 
work week. ~alesmen are paid a base pay plus commission. 
The employees of the company have an annual paid vacation of 
two weeks. The older employees of the firm have a three-
week paid vacation. They are those employees who have been 
employed by the firm a number of years, anywhere from five 
to ten years or more. The employees of the company have 
six paid holidays per year under the bargaining agreement. 
Those employees who are not in the bargaining unit are also 
granted the same paid holidays. 
Company C has a company-paid group life insurance 
plan, an accident insurance plan and a pension system for 
the benefit of its employees. 
G. Training Practices 
There is no standardized training program at Com-
pany C, although a type of on-the-job training does exist. 
Keeping in mind the fact that the company is unionized and 
the workers are hired through the union and also the lack 
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of variation in the procedures employed by bakeries in general, 
it is evident that an extensive training program is not an 
absolute necessity for Company C. Any training which is 
necessary to keep the production unit at top operating per-
formance, can be carried on informally by the department 
foremen or the older employees of the firm. Training which 
might be necessary in the clerical unit is carried out by one 
of the older secretaries or clerical workers. The General 
Manager feels that by being very careful in the selection 
of his clerical workers and requiring certain standards 
of quality from the employment agencies, extens~ve clerical 
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training can be avoided or cut to a minimum. T~e informal 
training programs do not give the new employee information 
about the rules of the company, since these are covered in 
the collective bargaining agreement or are outlined in the 
hiring interview. 
The foremen receive no formal training in the 
principles of foremanship. In general, the foremen have 
obtained their status by right of length of service with 
the company and, in that length of service have gained any 
insight and training necessary to carrv out their jobs in 
a satisfactory manner. 
Company c has made no effort to encour~ge its 
employees to further their training either academic or in 
their occupational field. There are no provisions for 
payment of tuition if an employee attends classes at a 
school and no allowances for time off to get to classes 
or to attend classes is made. If an employee decides to 
further his training either academic or vocational. he does 
so on his own initiative and at his own expense. 
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H. Other Services of the Company 
Of the categories listed in the questiornaire used 
for the interview, Company C uses only one --rest periods 
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are held during the regular work day. There is n:O scheduled 
time for the rest periods but they are taken when the employee · 
has some free time in the work process, if he is in the 
production unit. Clerical employees do have regularly 
scheduled rest periods which are staggared within a certain 
time in the morning and. afternoon. Salesmen, since they 
are out on the road "take a break" at their own discretion. 
The company keeps only those.!'ederal Withholding Tax 
and Social ~ecurity records for each employee that are required 
by law in addition to records of insurance coverage for the 
employee. 
I. Success of the Personnel Functions 
Company C feels that the personnel functions which 
it is presently using are successful within the company. Of 
these the company paid hospitalization plan and the insurance 
plans and pension system are the most successful. Up to the 
present time, the personnel functions in operation are the 
only ones which the company has attempted to establish. 
Perhaps the leading factor in the company's condition 
with regard to personnel practices and the reason that there 
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are so,few is that the company is unionized and the management 
feels that the company should not offer more t~an is required 
by the bargaining agreement. 
A. General Information 
CHAPTER 6 
COMPANY D 
Company D, which employs a total of seventy peiple, 
is engaged in the production of non-ferrous castings. It 
handles both large volume production orders and special 
jobbing work. The company's daily meltings of bronze total 
about five tons ana the aluminum section pours about three 
tons of metal per day. The majority of the shop personnel 
includes experienced moulders and core makers. Another 
tunction of the company is that of pattern service, as 
well as the usual shipping and receiving. '.1'he remainder of 
the employees are engaged in the administrative functions. 
The company enjoys a good reputation for high-Quality work 
in its fi.eld. 
Company D is located in one of the larger suburbs 
of Boston and is housed in a fairly modern, attractive plant. 
It is a corporation and its production workers are unionized. 
B. Personnel Department 
There is no separately established personnel 
department. The personnel functions are divided between the 
Department Supervisors and the head of the firm. 
c. Selection and Placement Practices 
Company D uses an application blank which is filled 
38 
out after the initial screening interview. This, then be-
comes a part of the employee's records if he is hired. All 
job applicants are interviewed for selection either by the 
President or the Vice President of the firm. No applicants 
are hired without an interview. 
Company D does not use the services of an employ-
ment agency regularly, relying on the union to furnish appli-
cants for production work when openings occur. It does 
advertise in the Boston and local newspapers for clerical 
and administrative workers. 
Few of the employees, according to management, are 
required to submit referen·ces when making appliC'ation for a 
job with the exception of those applicants who must have 
special training in order to carry out the job for which they 
are being considered. 
The President of the firm makes the final, decisions 
with regard to the hiring of all applicants. 
New employees of Company D are not required to take 
physical examinations shortly after they have been hired. 
~ntelligence or employment tests are not used at 
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any time during the hiring procedure.s at Company D. In the 
moulding trade, workers are classified by years of experience 
and these classifications serve as a guide to the employer in 
hiring, placement, and promotion of the worker in the organiza-
tion of the production staff. 
D. Health and Safety 
First aid facilities are available in the plant. 
Due to the heavy nature of the work and the fact that much of 
the work requires the pouring of molten metal, it is easy to 
understand that the first aid facilities arE' an absolute 
necessity. Employees of Company D are not required to take 
annual physical examinations. 
Company D sponsors a hospitalization plan for its 
employees and pays approxi~tely. fifty per cent of the cost 
of the plan. The employee, of course, pays for additional 
coverage under the plan to include the members of his family. 
Company D does not have a formal safety program in 
operation at the present time. A,ny rules and regulations 
regarding this are covered either in the contract ~~th the 
union or are carried out by the Department Foremen who have 
the responsibility of the safety of the workers. 
E. Company Services to Employees 
Vompany D has not provided lunchroom or cafeteria 
facilities for its employees. Those employees who bring their 
lunches from home general)¥ eat them in the ·work area. Those 
who do not, must leave the plant to eat in nearby diners or 
restaurants. 
Gompany D does not have an employee's magazine, nor 
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does it sponsor any activities for its employees. 
There is a company operated loan fund available 
to those employees who are either in financial difficulty or 
who wish to obtain a small loan for a short period of time. 
Re-payment of loans is generally deducted from the employee's 
salary in amounts which he and the company agree on. 
The company does not have a handbook of general 
policy for its employees. The subjects usually outlined 
in such a booklet are described in other ways, however. The 
operating rules of the company are set forth in the contract 
with the union. The description of company facilities which 
are available to the employee is given at the time of hiring 
in the interview as are the promotion policies of the company. 
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Company D does have a company-swonsored Christmas 
party in the plant on company time and only the employees them-
selves are included in the festivities. 
F. Payment System 
Company D uses the straight-time payment system with 
time and a half for overtime. Employees work forty hours 
per week during a five-day work week. 
l!.'mployees are given a paid vacation of from one to 
two weeks depending upon the length of their service with the 
Company. Other fringe benefits include company-paid group life 
insurance and accident insurance for the employee. 
G. Training Practices 
No formal training program exists at Company D, 
although an infonnal on-the-job training is available for any 
untrained workers employed by the comnany. In most cases, 
when a.n individual is hired as a moulder, he has fulfilled 
the necessary qualifications of apprenticeship in his craft 
and is an experienced workman. Gompany rules and policies 
are not inc~uded in the on-the-job training since they are 
either stated in the contract or have been outlined to the 
employee at the time of hiring. 
Further, there are no foremanship training classes 
at the company as is also the case in the are,a of special 
training classes for employees. Gompany D has not made use 
of the foremanship trainipg program offered by the National 
Metal Trades Association as Gompany B has done. 
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The employees of Company D are encouraged to further 
their formal education although the company makes no contri-
butions to cover the cost of this education and does not 
make any concession~ with regard to time off for attending 
classes. 
H. Other Services to ~ployees 
Counselling facilities are available to employees 
of Company D. In most cases, el;Jlployees can discuss their 
problems with either their imme~iate supervisor or their 
department foreman. These men have had no special training 
in employee counselling, but the executives of the company 
feel that it is helpful for the employees to talk out their 
problems with a representative of management. This is the 
total extent of the employee counselling at Uompany D. 
Company D has made job analyses for all of its 
production operations. These are used in conjunction with 
the job evaluation system now in operation at the plant. 
Employees of Company D are rated by their depart-
ment foremen semi-annually. In the rating procedure, a 
standard type of rating sheet based on the company's type of 
operation is used, giving a uniform type of report for each 
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of the employees. Merit-rating is used only in the production 
unit of the company 
Comparative wage and earnings studies are made by 
Company D in its field of production. The findings in the 
past have indicated that Company D pays average wages for its 
type of operations to its employees. 
The company gives exit interviews to all workers 
leaving the employ of the company, either voluntarily or at 
the request of the company. The interviews are handled by the 
General Manager and the head of the department in which the 
employee was working. In the interview, any underlying (or 
unstated) reasons for leaving, in the case of a resignation, 
are sought so that if any situation within the fra~e-work of 
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the company or the relationships among the employees is 
causing the company to lose a good worker, it can be uncovered 
so that steps may be taken to correct the situation. 
The company also has an established set of standards 
for sick leave for its employees based on the length of the 
employee's service with the company. 
The employees of the company do not have daily 
rest periods. Company D permits its employees to take 
coffee breaks when their work schedules allow some free time. 
The personnel functions are handled by the Department 
Foremen and the General Manager in addition to or as a part 
of their regular duties. The final decisions with regard to 
personnel policies and functions are made by the President of 
the firm. 
The company keeps payroll records, and application 
blanks on file for all of its employees in addition to the 
merit-rating sheets and supervisor's comments about the 
production work force. 
I. Success of Personnel Practices 
The management of the firm feels that its most 
valuable personnel function is that of employee counselling 
both with regard to keeping good employer-employee relations 
and also in discovering any sources of friction within its 
. frame-work before they can cause any serious trouble which 
might interfere with production. 
Company D's management feels that perhaps the 
function of least value to the Company is that of the estab-
lished set of standards for time and payment allowances for 
sick leave. Although this·practice does give the employee 
a feeling of security, the company feels that the return for 
this service is low in relation to its cost. 
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CHAPl'.l!:.H 7 
COMPANY E 
A. General Information 
Company E is engaged in the manufacture of leather 
board. The plant is located in a small city outside of the 
Greater Boston area. The company employs on the average of 
one hundred and eighty-five people. One hundred and forty-
five of these employees are engaged in production work, and 
the remaining forty are administrative and clerical workers. 
B. The Personnel Department 
The company does have an established Personnel 
Department which includes the Personnel Manager and one cler-
ical assistant who, at rush periods handles some of the ini-
tial screening.interviews. The Personnel Manager holds a 
Bachelor's degree and has also taken the course in Practical 
Management for bmall Manufacturers. The Personnel Manager 
is responsible for the functions of his department and is 
under the direct supervision of the Vice President of the 
firm. 
c. Selection and Placement Practices 
Company E uses an application blank in its hiring 
procedures. The blank is filled out before the interview 
and is used as a guide for the interview. 
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The application blank requests, in addition to name, 
Social Security Number, and address, items on previous work 
experience, names of past employers and rates of pay earned 
in the past. It also requests the names of individuals who 
could serve as character references. These references are 
contacted in the ease of production employees, only when the 
advisability of hiring the applicant is seriously questioned. 
References are not contacted in the majority of cases. The 
application blank becomes a part of the individual's record 
with the company if he is hired subsequently. 
All applicants for jobs at Company E are interviewed 
by either the Personnel Manager or the General Plant ouper-
intendent prior to hiring. The initial screening interview 
is conducted by the Personnel Manager and the hiring inter-
view is conducted by the General Plant Superintendent when 
the applicant is being considered seriously for employment. 
In the second interview, which has greater depth 
than the screening interview, the job requirements are des-
cribed at length and the applicant's qualifications are 
thoroughly reviewed. 
The final hiring decision is made by the General 
Plant Superintendent in the case of production employees, and 
lower-level supervisory positions and by the Vice-President 
of the corporation in the case of administrative, clerical and 
upper-level production supervisory positions. 
References from previous employers are required 
only for upper-level supervisory and administrative job 
applicants, with the exceptions described above. 
All new employees of Company E are required to 
take physical examinations given by the company doctor. The 
company has an arrangement with one of the local physicians 
for this purpose as well as the treatment of any injuries or 
illness of its employees which might occur as a result of 
employment with the company. The physical examination is a 
check of the employee's general health and does not empha-
size any particular area of the employee's physical condition. 
Standardized employments tests are used by the 
company prior to the employment or advancement employees 
from the level of foreman upward. The tests emphasize the 
areas of personality, interest, aptitudes and performance. 
D. Health and Bafety 
Company E has facilities at the plant to treat small 
injuries and give first aid in more serious cases before they 
are referred to the doctor, or before the doctor arrives. 
In addition to this, all employees engaged in 
production work are required to take an annual physical 
examination given by the company doctor. Here, again, the 
check-up is for the purpose of determining the state of the 
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employee's general health. 
Company E sponsors a hospitalization insurance 
plan for its employees. The company pays fifty per cent of 
the cost of the plan and the employee pays the remaining 
fifty per cent of the cost. This is done sc that the 
employee's family will be included in the insurance coverage. 
To further protect the well-being of its employees, 
Company E maintains a formal safety program which is under 
the general supervision of the Personnel Manager. A ~afety 
Committee consisting of the General Plant Supervisor, the 
Personnel Manager, and the Department Supervisors, reviews 
accidents which have occurred in the plant four times a 
year. The facts surrounding the cases and the causes are 
discussed with the objective in mind of eliminating or mini-
mizing the hazards which caused the accidents, or , if the 
accident was due to carelessness, in improving the employee's 
attitude toward his own safety and the safety of others. 
Each new employee is instructed by his foreman or immediate 
supervisor with regard to the safety regulations concern-
ing his job and about the importance to the employee him-
self and to others of obeying the rules and regulations. 
Refresher courses in safety are conducted by the 
Personnel Manager annually for the Department Supervisors 
and Foremen, stressing the importance of performing the 
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work in the safest manner possible and also to bring the 
supervisory staff up to date on any recent developments in 
safety procedures. 
E. Company Services to Employees 
Company E has no lunchroom or cafeteria facilities 
on its plant grounds for the convenience of its employees. 
Lunches brought from home are eaten either in the work area 
or, in warmer weather, in the parking lot or some other 
outdoor location near the plant. A number of the employees 
live close enough to the plant to go home for lunch. Some 
of the employees, those who do not bring lunches from 
home or go home to lunch, must rely.on the services of near-
by lunchrooms or diners. The company is aware that its 
employees ~eed a lunchroom and recreation area and plans are 
now being formulated to provide this service for the employees 
in the near future. 
An employee's magazine is published every other 
month. It contains information about the employees and their 
activities, as well as plant news and information about the 
leather trade. The duplicating and collating and distribu-
tion of the magazine is done at the plant. 
Company E has prepared a handbook of Company policy 
for its employees. Each new employee is given a copy of the 
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booklet when he is hired. 
The handbook outlines the operating rules of the 
Company as well as describing the steps in the procedure 
carried out in the plan~ for making leatherboard. The 
handbook lists the facilities available to the employees 
such as hospitalization insurance, life insurance, vacations, 
holidays, accident insurance, the pension system and the 
company's profit-sharing plan. The handbook also describes 
the promotion policies of the company. 
Company E holds two parties a year for its employees 
and their families. One party occurs at Christmas time and 
the other party is a picnic held during the summer. 
F. Payment System 
Production employees of Company E are paid on a 
straight-time basis for forty hours of work per week. Time-
and-a-half is paid for any time worked over and above the 
standard forty hours per week. 
Office employees are not reQuired to work over-
time and are paid on a salary basis semi-monthly for forty 
hours of work per week. 
Employees of the company have seven paid holidays 
per year and also receive a paid vacation. The vacation 
schedule allows from one to three weeks depending on the 
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length of the individual employee's service with the company. 
In addition to this, Company E pays one-half of the 
cost of a group life ~nsurance program for its employees. 
An accident insurance plan is available on a froup 
basis for thos employees who wish to obtain such protection. 
'i'he company does not pay for all of this program, but covers 
one-half of the cost. 
Employees of Company E can have a portion of their 
pay set aside for a pension fund to which the Company also 
contributes. 
A profit-sharing plan is also one of the fringe 
benefits that the employees of CompanyE enjoy. At the end 
of the Company's fiscal year, after funds have been set 
aside for the payment of dividends to stockholders, since 
the company is a corporation, ten per cent of the remaining 
profits may be put into the profit-sharing fund at the dis-
cretion of the Board of Directors. The ten per cent is 
computed before the deductions for the cost of federal 
taxes are made. The profit-sharing fund is distributed 
to the employees, each receives the same amount. 
The emp],oyees of Company E are not unionized. 
G. Training Practices 
Company E does not have a formal training program 
for its employees. Rather, the company relies on an on-the-
job-training program to train its new employees and to 
train all of its employees with regard to any new steps in 
the process or any changes in the process which might arise 
due to technological changes. 
In the training, Company rules are again brought 
up, especially those concerning the safe operation of the 
tools and machines used in the process. 
The company does have foremanship training classes 
which emphasize safety regulations and the need for good 
employer--employee relationships. The classes also serve to 
keep the foremen up-to-date on any changes in the process 
and revised or new company policies so that the foremen 
will be able to keep their employees fully informed of the 
rules under which they are working. 
There are no special classes for production or 
clerical employees. 
Company E encourages its employees to further their 
formal education, either in their trade or in more general 
subjects. The company pays the tuition charges of its 
employees who are ·furthering their education. The total 
amount of the tuition charges is paid at the beginning of 
the course by the company to the school which gives the 
course or courses for which the employee has enrolled. 
H. Other Services of the Company and the Personnel Department 
The employees of Company E can talk over their 
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problems, personal or connected with their jobs with the 
Personnel Manager. This employee counselling is carried on 
in a fairly informal manner. The Personnel Manager feels 
that the informality serves to encourage the employees to 
feel free in discussing their problems and encourages closer 
management-worker relations. 
The Personnel Manager refers all oases he is 
not qualified to handle - either because they involve 
proposed changes in company policy, or because they are 
the type of personality problem which should be handled 
by a professional counselor, to the Plant Supervisor or to 
a counseling agency outside the company. 
The job analysis and job evaluation program are 
carried out by the employee's immediate supervisor under the 
direction of the Personnel Manager. 
The company also uses a merit-rating system • 
• Production employees are rated by their supervisors semi-
annually in terms of their job performance. The oom;)any uses 
a standardized rating sheet. The merit-rating sheets are 
kept on file in the Personnel Department together with the 
. 
rest of the employees'reoords. 
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The Personnel Manager also conducts comparative wage 
and earnings studies to determine whether or not the wage 
policies and standards of Company E are in line with other 
companies in the same field located near the company. 
The Personnel Department repeats employment tests 
after the employee has been working on the job for six months 
and also compares test results with job performance, using 
the merit-rating sheet. 
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Company E also gives exit interviews to all employees 
who terminate or have terminated their employment with the 
company. At this interview, the final pay check is given 
and the reasons for dismissal are discussed in the case of 
the employee who is being discharged. ~~en an employee leaves 
of his own accord, the reasons for this are also discussed, 
in order to find out whether or not the company is losing 
a satisfactory worker due to poor relationships within the 
framework of the company, or whether or not the policies of 
the company are out of line. 
The company does not have an established set of 
standards for sick leave for its employees. Any payments 
for sick leave or time lost due to illness are made at the 
discretion of management after a review of the facts in each 
case. 
The employees of Company E have a coffee break 
every morning. There is no afternoon rest period. 
In addition to the tax, social security, and other 
deduction records required by law, the Company keeps the 
employee's application, test results (if any) and merit-
rating sheets on file in the Personnel Department Office. 
I. Success of the Personnel Practices 
When asked which personnel functions have proved 
to be the most successful for the company, the answer was, 
visiting the sick, injured and bereaved. The company rep-
resentatives feel that this act of kindness, al~ost within 
the social sphere, shows the employee and the community:that 
the Company is genuinely concerned with the welfare of its 
employees and their families. 
The company also feels that its profit-sharing plan 
and testing program are very successful measures, both to the 
company and to the employees. 
~~en asked which measures have proved to be of the 
least value to the company, the reply was, "Most measures 
seem to be of value to us except in a very few cases, but 
you can't please some people any of the ti~e." 
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A. General Information 
CHAPTE.H 8 
COM.P £1\J'i. J' 
Company Ji' is engaged in the manufacture of nails 
of all types. The com~any plant is located about thirty 
miles from Boston. The company employs forty+"three people. 
Forty of these are engaged in production work, and the re-
maining three carry· on the administrative procedures of the 
firm. 
B. Personnel Department 
The company does not have an established personnel 
department. The functions that would normally be handled by 
such a department are carried out by various supervisory 
and administrative employees. 
Company F relies heavily on close personal contact 
with its employees to maintain good employer-employee rela-
tions. 
C. Selection and Placement ~ractices 
Company F does not use an application blank in its 
hiring procedures. Appl1oanta tor jobs are interviewed by 
the plant manager in order to determine whether or not they 
have the qualif'ications necessary to hendle the job that 
they are being considered for. No job applicants are hired 
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without an interview. 
Company !' uses the services of the State ~mploy­
ment Service only as a last resort. The Plant Manager 
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states that the company has the policy of hiring new employeees 
with the help of the present working force as much as possi-
ble. The company feels that this practice tends to maintain 
the same grade of workers and in following this practice, 
the company has found the turnover of the work force to be 
very slight. 
None of the applicants are required to submit 
written references when applying for a job with Company F. 
The company representatives feel that this practice is unnec-
cessary, since the present employees have suggested the appli-
cant and. in addition to this, the applicant must fulfill the 
job Qualifications which are outlined in the interview with 
the Plant Manager. 
The Plant Manager makes the final decision with 
regard to the hiring of the applicants to become employees of 
Company F. 
The new employees of Company F are not reQuired to 
take physical examinations as a part of the placement or 
hiring procedures. Nor do they have to take employment 
tests. Therefore, the company does not use employment tests 
or any tests at all in its hiring procedures or at any other 
time during the employee's service with the company. 
D. Health and Safety 
Company F has facilities within the plant for the 
treatment of minor injuries and to give first aid in the case 
of more serious injuries or illnesses, before they are refer-
red to a private physician. 
There is no requirement which states that the new 
employees of Company F must take annual physicals. This is 
also true in the case of employees of long standing with 
the company. 
The company sponsor.s a hospitalization plan for its 
employees and pays fifty per cent of the cost of this pro-
gram. The employee pays the remaining fifty per cent which 
makes it possible for him to include the members of his 
family in the coverage of the plan. This amount is deducted 
from the employee's weekly pay check. 
Company ~· does not have a formal safety program, 
but relies again on its close personal relationship with its 
employees to impress upon them the importance of performing 
their jobs in the safest way possible, and to think not 
only of their own safety, but also the safety of others. 
Reviews of accidents are held every three months with the 
Department ~upervisors to determine ways in which the company 
can act to help prevent similar accidents in the future. 
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E. Company Services to Employees 
Company F does not have lunchroom facilities at 
the plant for the convenience of its employees. If the employees 
bring their own lunches from home, they generally eat them 
somewhere in the plant or in the plant parking lot. Those 
who do not bring their own lunches must eat at restaurants 
outside the plant. There are no facilities for making coffee 
or tea within the plant. 
Company F does not sponsor an employee's magazine. 
It was mentioned that this service seemed unnecessary due to 
the small size of the work force and also to the fact that 
close contact is maintained with the emyloyees. 
The company has not provided ~ recreation area 
for its employees to use on their lunch time. 
There is not a company sponsored loan fund avail-
able for the convenience of the employees in obtaining small, 
short-term loans. 
Company F does not have a handbook of general 
policy to distribute to its employees. The operating rules 
of ihe company together ~~th the list of the facilities 
available to the employees and the promotion policies are 
described for the applicant at the time of hiring and are 
easily communicated to the employees during their employment 
with the firm by the supervisors, due to the close relation• 
ship between employees and management. 
Company F does not hold company-sponsored parties 
or picnics for its employees. 
F. Payment System 
The maintenance and custodial employees of Company 
F are paid weekly on a straight time basis, while tlle pro-
duction employees are paid on a piece rate with a guaranteed 
minimum wage. The administrative and clerical employees are 
paid semi-monthly on a salary basis. 
Supervisory employees are granted paid vacations 
of one week. The other employees take vacations at their 
own discretion for they do not have paid vacations. 
The employees of Vompany F have six paid holidays 
per year. 
Company F does not offer its employees the services 
of company-paid life insurance, accident insurance, a pension 
system, or a credit union. Only one of the departments is 
included in a profit-sharing plan. This is the department 
which handles the production of highly specialized orders 
which must·· be made up to exacting customer specifications. 
Only the profits from thses operations are considered when 
the percentage of profit is to be shared out among the 
employees is set. 
The employees of Company F are not unionized. 
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G. Training Practices 
Company F has no formal training program for its 
workers. but relies on the practice of on-the-job training. 
to carry out this function.. This is successful due to the 
care that is exercised in selecting and recruiting the 
employees through the practice of employing applicants who 
have been suggested or contacted through the reguler work 
force of the company. 
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Company F does not have foremanship training classes, 
nor does it rely on outside agencies to help to train its 
foremen, who must qualify for such jobs by length of exper-
ience and service with the company. 
The company has no special classes for its employees 
and it does not encourage them to further their formal educa-
tion by paying all or a part of their tuition charges or 
allowing time off from wolkto attend classes. If an employee 
does decide to further his education or training, he does 
so of his own accord even if the training would be of benefit 
to the company. 
H. Other services of the Company 
The company does not have an established employee 
counselling procedure, but carries on work of this type through 
the foremen of the departments and finds that its encourage-
ment and practice of maintaining close contact with its· employees 
is very helpful in making the employees feel free to talk 
about their problems with management representatives. 
Company F does not make job analyses nor does it 
have a job-evaluation system in operation. The workers of 
the company are not rated under a merit-rating system. 
Company F does not make comparative wage and earn-
ings studies. 
Since employment tests are not used in the hiring 
procedures, naturally, the company makes no comparison 
of job performance with test results. 
Company F does not give exit interviews. In view 
of the low rate of turnover, the company feels that such a 
procedure is not necessary. Furthermore, again, the close 
relationship with the employees is profitable in that the 
employees are more likely to speak their minds freely, 
making the necessity of a formal exit-interview unnecessary 
in the opinion of the representatives of the company. 
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The company does not have an established set of 
standards for sick leave. If the employee is sick, he receives 
no payment of a portion of his regular pay for the time lost 
from the company. 
The employees of Uompany F have two ten-minute 
rest periods during the day. One is E!t 10:00 a.m. and the 
other is at 3:00 p.m. 
The company keeps only wage, tax, and social security 
records for each of its employees. 
I. Success of the Personnel Practices 
Company F feels that more than any one personnel 
function which it employs, the practice of maintaining a 
close relationship with its employees has been of the most 
value. The company feels that those personnel functions 
which it employs are all important to the efficient opera-
tion of the plant. The representatives of the company state 
that in the future,they hope to expand the services to the 
employees to include a broader range of benefits such as 
paid vacations and payment for time lost due to illness 
or accident. 
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CH.AP'l'!!:R 9 
THli: ID.tt;AL P.tt;H.oONNli:L lJl!:PA?J'MJ:i.:NT AND WHAT oMALL BU8INEotl 
IS DOING ABOUT IT 
Professor Thomas G Spates states that, 
" Personnel Administretion is a code of the ways 
of organizing and treating the individuals at work so that 
they will each get the greatest possible realization of their 
intrinsic abilities, thus attaining maximum efficiency for 
themselves and their group, and thereby giving to the enter-
prise of which they are a part its determining competitive 
* 
advantage and its optimum results." 
Although Professor Spates had the larger business 
in mind when he wrote this, he might well have included the 
smaller firm in his analysis. Personnel Administration can 
be of great assistance in " determining the competitive 
advantage and its optimum results,"**to the small firm by 
making it more efficient by helping its workers to become a 
better team or group. 
Many members of the managements of small business 
feel that establishing a personnel department for their small 
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firms would be too costly. Professors Pigors and Meyers sta~e, 
" Good Personnel ·Administration is not simply making 
employees happy in their work. The personnel administrator 
* 6, p. 9 
** b, p. 9 
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must be •cost conscious' in advising management on the for-
mulation of personnel policies and the adoption of a personnel 
program. • • • On numerous occasions, however, he will be 
unable to demonstrate immediate monetary savings to be derived 
from a proposed program. Then he must be a proponent of the 
point of view that developing a congenial work team of 
individuals is of long-run value to an efficient enterprise."* 
In the eyes of the small businessman, then, person-
nel administration should be demonstrated not only as a device 
to secure immediate returns, but also one which will be of 
benefit to the firm over a long period of time. 
Perhaps a business may be small at the present 
time, but its prospects of growth are excellent. Shouldn't 
sound personnel practices and policies be established during 
the firm's early years for healthygrowth and development as 
the firm grows? Perhaps the costs of establishing person-
nel policies may now seem excessive in relation to the size 
and structure of the firm but in the long run they will 
prove to be pro~itable in terms of good employer-employee 
relations. 
Another advantage to be considered when establishing 
sound personnel practices in a small firm is that "bugs" and 
"bottlenecks" can be dealt with while they are still on a 
small scale and not when they have grown to major proportions. 
4, p· 12 
Ideally, the personnel practices which should be 
included in the scope of the personnel department are as 
follows: 
1& Selection and Placement 
2. Employee Health and Safety 
· ). t>ervices 'to Employees 
4. Wage Policies and Wage Administration 
5. Employee Induction and Training * 
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These areas were covered in the questionnaire sent 
to the sample group of small businesses in the Greater Boston 
and Eastern Massachusetts area, in order to find out how the 
current personnel practices of the small firms compared with 
what might be considered to be an effi'ciently functioning 
set of personnel policies. 
Thus far, the advisability of having a personnel 
department within the structure of the firm which carries out 
only these personnel functions, has not been discussed. In 
the small firm, the possibility of having such a department 
is not always taken into consideration. Many firms believe 
that the cost of maintaining such a department would be 
prohibitive. However, the fact that many small firms feel 
that they cannot afford a personnel department, does not mean 
that the employees of these firms can not enjoy the benefits 
from personnel practices and policies. It is entirely pos-
sible for the work of the personnel department to be carried 
* 4, Chs. 12,13,17,20,21 
on in a fairly successful manner as has been demonstrated 
in the case of Company A, by more than one person, in combin-
ation with his other duties. This, of course, is not the 
ideal situation, but it is a step in the right direction and 
if the firm is a growing one, .eventually, the personnel 
functions can be handled by a separate department. The 
important thing is that the company is aware of the need for 
establishing a personnel program within the firm, and that 
the company is making every attempt possible to do so. 
A. Selection and Placement 
In the area of selection and placement, the purpose 
is not only to fill current vacancies, but to fill them with 
the individuals best suited to the job requirements and also 
to fill the jobs with:itdividuals who will become integrated 
easily into the existing group of workers to form a harmon-
ious team or work group. 
One of the tools used in this area is the appli-
cation blank. It is a useful instrument which not only 
obtains factual material about the individual, but also con-
stitutes a simple test of whether or not the applicant can 
spell, write legibly, and answer factual questions quickly 
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and accurately. The application blank gives the person doing 
the interviewing, whether he is the Personnel Manager or Buper 
visor, or Plant Buperintendent, an idea of the applicant's 
qualifications before the interview. The application 
blank serves also as a guide for conducting the interview. 
The applicant receives the assurance that his desire for 
work and his qualifications are on record with the company. 
Of the thirty-five companies who replied to the 
questionnaire in the survey, twenty-six use application blanks 
in the hiring procedure. Nine companies do not. These fig-
ures show that a great majority of the companies questioned 
use application blanks and receive the information described 
above from this personnel tool. 
Another useful practice is that of the employ-
ment interview. In fact, in,many companies, this is the only 
tool used in selection. It is a valuable tool to all 
companies when it is carried out skillfully. 
The survey results show that thirty-two of the 
companies questioned use the interview as a tool for select-
ing employees. Only three companies do not use the inter-
view. 
Ideally, the person doing the intervievdng should 
be skilled in interviewing techniques. He should know the 
requirements of the job he is interviewing for as well as the 
company's entire range of job opportunities and their quali-
fications. In this interview, the applicant's personality, 
which may not have come out in the factual matGrial which has 
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been gathered by the application blank, is brought to light. 
In the ideal situation, the interviewing for 
employment should be the responsibility of one person. This 
is not always the case in the small business, as indicated by 
the survey. This situation exists partly because many of 
the companies do not have a personnel manager in the company, 
.and also because it is not always possible for any one 
person within the small company to take the time first to 
hold the interview, and second, to know the exact job 
reQuirements as far as the worker is concerned. Therefore, 
the small firm relies on several individuals to conduct the 
employment interview, using the best qualified person for 
the job in each department. 
A company may recruit applicants in a number of 
ways using a number of the agencies at its disposal. Ideally, 
recruitment should be through the agency which specializes 
in the type of worker or applicant who is needed to fill 
the job that is vacant at the company. 
In the survey, it was noted that a number of types 
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of agencies were used by the companies questi·:med. Twenty-
four of the companies used the services of employment agencies. 
Some of them use more than one agency, while others concentrate 
their recruitment through one channel. 
A tabulation shows that practice~o be as follows: 
TABLE I 
Service Number of Companies Using 
Private Employment Agencies 16 
State Employment Agency 19 
Newspaper Advertising 19 
School Placement Services 11 
Labor Unions 2 
College Placement Services 5 
In many cases it is advisable to have references 
about the employee's previous work ~istory and character. 
Not all employees will be engaged in work which requires 
great trust on the part of management, and, therefore, not 
all employees must submit references. In the survey, only 
two companies require references fran all of the employees. 
Ten companies require references from key personnel and two 
others require them from sales personnel. 
Ideally, the final hiring decision should be made 
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by the person for whom the applicant will be working, although 
he may not be the person who carries out the recruitment and 
interviewing procedures. This is true in the small business 
as well as in the larger firm. The survey indicates that 
of the thirty-five companies Q_uestione.d, this was generally 
true. Some companies, due to the nature of their processes 
and their size do not rely on the cepartment supervisor for 
the decision, but rather, the final hiring decision is made 
by the general manager or the ulant superintendent. This is 
possible where the total number of employees is small and the 
procedures and processes involved are well-known to the 
general manager or the plant manager. 
Employment tests are of great assistance to mana-
gement in the selection and placement of employees. They 
can serve as a measurement of the extent to which an 
applicant's abilities fit him for the job demands, or would 
hinder his success on the job. They also serve as a check 
on his reported experience, as a basis for objective compar-
ison between applicants, and as an aid for setting up stand-
ards for hiring. 
Of the companies who replied to the questionnaire, 
seven use employment tests in the hiring procedures. One 
company uses trade tests, three use typewriting and shorthand 
tests, and one uses personality tests. 
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Only one company uses all of the types of tests 
listed on the questionnaire which included the following types 
of tests: clerical; shorthand and typewriting; intelligence; 
mechanical aptitude; dexterity; trade tests; personality; 
interest; and performance tests. This gives an indication that 
tests, generally have not been given a great deal of consider-
ation by the small businesses, and the rewards to be gained 
by the proper use of this tool have not been fully investi-
gated. 
B. Health and Safety 
The company must protect its employees against the 
risk of infection from communicable diseases and itself 
against the risk of claims for compensation from indivi-
duals who are afflicted with disabilities such as hernia or 
sacroiliac troubles. Therefore, the physical examination 
with a complete and confidential record from the physician 
is a very valuable procedure to the company and to the 
applicant and present work force of the company. The sur-
vey indicates that only three of the thirty-five companies 
who replied to the questionnaire, req_uire applicants or 
new employees to take physical examinations. 
~irst aid facilities to treat minor injuries in 
the plant and to give first aid in more serious injuries 
is a very important safety procedur~. All of the companies 
questioned have such facilities within their plants. 
The annual physical, like the employment physical 
examination, is important for the protection of the employees 
and the company. Again, only three companies require their 
employees to take such physical examinations. 
P~other recognized and accepted personnel practice 
is for the company to sponsor and pay for all or part of 
an employees' hospitalization plan. This not only provides 
the employee \dth a means for the payment of part of his 
hospitalization costs, but ·gives him the feeling that the 
company has an interest in liim as a person and gives him a 
sense of security on both of these counts. Twenty-eight of 
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the companies questioned, in other words a great majority 
of the firms, offer such a program to their employees. In 
some cases, the company pays the total cost of the program 
and in others, the company pays fifty per cent of·the cost. 
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and the employee pays the remaining fifty per cent of the cost. 
~afety is everyone's business, but especially, it 
is that of the industrial firm. The Safety program of the 
firm should cover accident analysis and education of the 
workers and supervisors in the correct, that is, the safe 
ways to perform the tasks assigned to them. 
A safety committee is perhaps the best manner in 
which to conduct the formal, or even the less formal, safety 
program. The committee should be made up from representa-
tives from the administrative departments of tne firm as well 
as the production department supervisors. 
The survey shows that only five of the thirty-five 
firms which replied to the questionnaire have formal safety 
programs. The remaining thirty firms have no such programs 
and leave the problem of accident prevention and safety 
education in the hands of the supervisors if they do any-
thing about safety at all. 
Another aspect of the safety program is that of 
holding r.efresher courses in safety methods for the individuals 
who are concerned with the safety program. Three of the 
five companies which have formal safety programs also hold 
refresher courses in safety for the members of the safety 
committee and the department supervisors. 
C. Company Services to the Employee 
" A fully rounded service program is planned to 
help in three areas of the worker's life; on the job, off 
the job, but in the company, and outsid_e the company in the 
comminity at large." * A service program includes facilities 
and advice for promoting conveniences, education, a greater 
measure of economic security, recreation, counselling in 
connection with work, personal and family problems, and 
provisions for health and safety. 
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In the small firm.s who replied to the questionnaire, 
such complete service programs are not operated by the majority 
of firms. A tabulation of the services and the number of 
companies which offer them to their employees is as follows: 
* 4, p .300 
TABLE II 
Services 
Lunchroom 
Employees' Magazine 
Recreation Area 
Loan Fund 
Company Parties 
Number of Companies 
Offering t)ervice 
6 
2 
4 
5 
Company Paid Life Insuran~e 
Accident Insurance 
19 
16 
20 
Pensio:Q. System 
Profit-Sharing Plan 
Encourage Education 
Pay Tuition 
Counselling 
Employee Handbook 
9 
9 
16 
8 
8 
9 
Professors Pigors and Meyers have the following to 
say about whether or not the company should offer a service 
program to its employees: 
" Management Sould offer employee services, not 
because they have to,l, not only within legal limits, and 
not as a camouflaged form of bribery, but because such 
services are in line ~th the whole personnel program." 
" The chain of reasoning is as follows: Every 
worker is a whole person, not only while he is on the job but 
wherever he is, throughout the twenty-four hours of each day. 
When any person has a serious problem to which he cannot 
satisfactorily adjust, his preoccupation is likely to affect 
both his producti¥ity and his morale. Management depends 
for success on the efficiency and stability or workers, as 
well as their._ support of the principle of mutual responsi-
bility, both while they are at work and in their attitude 
toward the company at all times. It is therefore to manage-
ment's advantage to provide plant conditions that are satis-
fying both on and off the job and to give each employee what-
ever help can properly be offered in meeting his personal 
problems." * 
D. Payment System 
The methods of wage payment, and in particualr the 
* 4' pp. 301-302 
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manner of handling an incentive wage plan affect the ability 
of management to obtain effective results from people. Ideallly, 
comparative wage and earnings studies should be made to deter-
mine whether or not the firm is apying a fair wage for the 
type of work performed by the employees. This does not 
necessarily mean that the employees of the firm itself have 
to conduct the survey, since consultants can be engaged to 
handle such work. 
Another procedure which is closely relate.d to 
the payment of wages is the making of job analyses in 
preparation for the installment and operation of a job 
evaluation system. 
" Job evaluation is the foundation of the complete 
formula upon which are erected such increments as wage incen-
tives and profit-sharing bonuses. To job evaluation is 
assigned the problem of establishing and maintaining proper 
relationships between the rates paid for all occupations. 
• • • Job evaluation concerns itself not with the general 
wage level but with the objective establishment of the rela-
tive worth of one job to another; it thereby provides the 
differential over and above the minimum wage to remunerate 
the worker for skill, effort, responsibility, and conditions 
under which work is performed. " * 
Job evaluation has also been used by both the 
3, p 1. 
company and the union as a tool for improving industrial 
relations since job evaluation eliminates personal favor-
itism in assigning the levels of wages,due to its impersonal 
nature. Job evaluation also helps the management of the 
to conform with the going wage rates since close comparison 
of jobs can be made in the wage survey through the use of 
the carefully written job description and the uniformity of 
presentation used in these descriptions. 
Twelve of the companies who replied to the 
questionnaire have recognized the value of writing job 
descriptions for the jobs in their firms. Eleven of the 
companies have established job evaluation programs. How-
ever, the majority of the firms questioned have not done 
this. 
Merit-rating can also be classified with the 
wage and earnings studies, job analysis, and job evaluation; 
and has been used by very few of the small firms included 
in the survey. Eight firms employ a merit-rating system 
for evaluating the on-the-job performance of their employees. 
This type of measure can also be of assistance in determining 
whether or not an employee deserves an increase in pay or a 
promotion in rank. The remaining twenty-seven firms do not 
use a standardized form of evaluating the work habits and 
efficiency of their employees. 
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Paid vacations and paid holidays are important in 
keeping the morale of the employees high. In addition 
to this, an annual vacation can also serve as a rest period 
or can serve to give the employee a change of scene. All 
of the companies questioned, recognize the value of such 
an absence from the p~ant and each of them gives the 
employees a paid vacation. The length of the vacation 
granted varies from one to three weeks per year. 
E. Induction and Training 
Another important personnel function is thnt of 
employee training and the supervision of employee training. 
'~raining is not something that is done once to 
new employees -- it is used continuously in every well-run 
establishment. .!:!;Very time you get someone to d.o work the way 
you w&nt it done, you are training. Every time you give 
directions or discuss a procedure, you are training."* 
First in the training program, through induction, 
the new employee is given information about the organiza-
tion, its policies, and regulations. ::>econd, the new 
employee is instructed in the requirements of his specific 
job so that he can do the best work possible. Third, train-
ing makes it possible for the experienced employee to better 
his skills and makes him more versatile and helps him to 
work toward promotion more rapidly. If employees are properly 
* 9, p 161 
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trained, accidents, spoiled work, and damage to machines 
or equipment can be reduced. Training helps employees to 
adjust to new methods of work and reduces dissatisfaction 
with the job, absenteeism, and turnover. Supervisory 
training is extremely important because the role that the 
supervisor must play in the training of employees is a 
vital one. 
Three of the companies included in the survey 
have training progr~s for the supervisory staff. Only one 
of the companies has a formal training program. Sixteen of 
the companies have on-the-job training programs. Eighteen 
of the companies state that they have no training programs. 
"A good induction program has three parts: 
1. Introductory information given informally or 
in group sessions in the personnel department. 
2. ]urther information given by the new employee's 
supervisor in the department about departmental 
facilities and requirements 
). A follow;..up interview several weeks after the 
employee has been on the job, given by either the 
supervisor or a representative of the personnel 
department, to answer further the questions that 
the new employee may have and to repeat some of 
the earlier information for emphasis." * 
* 4, pp. 192 - 193 
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The introductory information to be given to the 
new employee should include information about the company, 
its history, organization, management, products and the type 
of industry, as well as the personnel policies of the 
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company. The information should stress what the company 
expects of the employee, the terms of employment and, finally, 
employee activities and services. This information may be 
included in a handbook for the employees. Nine of the thirty-
five companies who replied to the questionnaire, have such 
handbooks available for use in employee induction. Twenty-
six companies rely on the hiring interview or on the depart-
ment supervisor to pass this type of information on to new 
employees. 
The supervisor of the department should be respon-
sible for giving the new employee information with regard to 
departmental rules and regulations, including safety measures • 
The supervisor should also be responsible for giving the new 
employee information about his job, its duties, standards of 
safety, its wage rate or incentive, and the method of 
computing the pay, the workplace, the tools and the use and 
care of equipment. In most of the companies questioned, this 
set of procedures is carried out by the supervisor in addition 
to the induction program which a personnel department might 
handle, thus putting a greater portion of the burden of 
training the new employee on the supervisor. 
. Actual training for the job can be carried out in 
a number of ways. One of these is the formal training pro-
gram where the employee attends classes and learns to use the 
tools and equipment necessary in his job. Another method 
of training is known as on-the-job training. Under this 
method, the new worker is assigned to a department and is 
instructed by an experienced employee. This is the type of 
training used by sixteen of the companies included in the 
survey. 
F. Summary 
The aim of personnel administration is to build and 
maintain an efficient and harmonious work force, to improve 
the :outputi and relations of the company with the employee 
and the community. 
This work is achieved in part by the use of 
certain recognized personnel practices which have been 
described above. The small businesses are becoming increas-
ingly aware of the rewards to be gained by the use of person-
nel techniques and are beginning to utilize them within the 
framework of their organizations. 
At the present time, the small businesses are 
concentrating their personnel practices in the use of appli-
cation blanks, the employment interview, the use of employ-
ment agencies, the granting of paid vacations, sponsorship of 
life insurance and hospitalization insurance plans, on-the-
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job training and job evaluation. The techniques which have 
not yet been fully utilized are the use of employment tests, 
physical examinations, supervisory training programs more 
complete indoctrination procedures for new employees, employee 
counselling programs, service programs for employees, and the 
centralization of the personnel department functions. 
Finally, and perhaps most important, is the general 
aim of the personnel functions to keep open the channels of 
communication between the employees and the members of manage-
ment. The personnel functions, each in its own way, contribute 
to this aim by serving the employee as a whole, not just as 
a number in the production force. The organization which best 
serves its workers and itself is the one in which the employee 
feels free to communicate with management, Whether he airs his 
grievances or problems or expresses approval of new procedures 
and policies, or makes suggestions to improve steps in the 
manufacturing process. Thus, both the organization and the 
employee can benefit from the free flow of ideas and beliefs. 
In addition to this, in the company where clear channels of 
communication exist, management finds the task of instituting 
change, something which most employees resist, far easier. 
CH.APT.!!;R 10 
RESULT~ OF Td SURVEY 
A. General Information 
Of the seve~ty-five questionnaires sent by mail, 
two were returned by the Post Office because the addresses 
had moved, leaving no forwarding address. One company had 
become a part of a larger corporation and two others had 
gone out of business. Therefore, in figuring out the 
percentage of returns, the total figure of seventy was used. 
Thirty-seven companies completed the questionnaire. 
One of these companies returned the questionnaire but did 
not reply to the questions. Another company which answered 
the questions had grown beyond the size of a smell business 
as defined at the outset of this paper. As a result, there 
was a fifty-two per cent return for the questionnaire. 
In describing the survey results, the thirty-
five companies which can be considered validly, have been 
used to represent the total figure. Percentages will not 
. 
be referred to in the tabulation of the results of the 
survey, rather the number of firms using each practice 
will be listed to give a clear picture of the situation 
which exists in the area of personnel practices in the 
small business. 
The companies described in the foregoing case 
studies have not been included in the survey results. 
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B. Selection and Placement Practices 
In the area of selection and placement, twenty-six 
of the companies questioned indicated that they use applica-
tion blanks in the hiring procedures. All of the application 
blanks are filled out prior to the interview. Twenty-four 
of the companies keep the application blank as a part of the 
employee's permanent records with the company. 
Thirty-two of the companies questioned interview 
all job applicants as a part of the hiring procedure. Two 
of the remaining three companies hire their workers on the 
basis of union membership and do not interview the workers 
and one other company does not hold a formal interview. It 
is interesting to note that some of the companies give the 
prospective employee more than one interview. 
The interviews are carried out by various persons 
in authority in the company as indicated by the survey. In 
five of the companies the Personnel M~g~holds the inter-
views, in fifteen of the companies the interview is held by 
the Department Supervisor, in twelve companies, the inter-
views are held by the General Manager. In six companies 
the interviews are held by the Office Manager, and in another, 
the Treasurer does the interviewing. 
The services of an employment agency are used by 
twenty four of the companies. Some of the companies use 
more than one medium for the recruitment of workers. A 
listing of the frequency of usage of the various mediums is 
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as follows. 
TA.t:SLE III 
USE OF ~~LOTI~T AGENCIEo 
Medium Number of Uompanies 
Using 
Private Agencies 16 
State Agencies 19 
Newspaper Advertising 12 
School Placement Offices 11 
Labor Union 2 
College Placement Offices 5 
Only two companies require all of their emp~oyees 
or applicants to submit references. In others, only appli-
cants for key administrative and production positions must 
submit references. This makes up only a small number in 
comparison to the twenty-four companies who do not reQuire 
applicants to submit any references. 
It is interesting to note that in only three cases 
does the Personnel Manager together with a Production or 
Plant Manager make the final hiring decision. In thirteen 
of the companies, the final hiring decision is made by the 
General Manager. In five companies, the decision to hire is 
made by the Department oupervisor, and in three companies, 
by the Office Manager. In one company, the decision to hire 
an applicant is made by the President or the Vice President 
and in three companies, the decision to hire is made by the 
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Treasurer of the firm. 
Seven of the companies questioned use employment 
tests. Of these, only one uses them prior to hiring the appli-
cant. The remaining six companies use them for purposes of 
comparison in advancing an employee. Only one company gives 
tests to all of its employees. 
The tests most frequently used are personality tests, 
intelligence tests, trade tests, and shorthe,nd and typewriting 
tests. 
Five of the companies who replied to the question-
naire reQuire new employees to take physical examinations 
as a part of the hiring procedure or shortly after they have 
been hired. Thirty companies do not require new employees 
to ~ake physical examinations. 1he physical examinations 
which are given seek to determine the state of the employee's 
general health. 
C. Health and Safety 
All of the companies questioned have provided 
facilities for first aid purposes in the plant. Here, 
minor injuries can be taken care of as well as the adminis-
tration of first aid for more serious cases. 
Only three of the thirty-five companies questioned 
require their employees to take physical examinations annually. 
Twenty-eight of the companies offer a hospitali-
zation insurance plan to their employees. In some cases 
the company bears the total cost of the plan, in others, a 
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portion of the cost is paid by the company and the employee 
pays the rest. Ten companies pay fifty per cent of the cost, 
one company pays sixty per cent of the cost, three companies 
pay eighty per cent of the cost, one company pays thirty 
percent of the cost and the remaining twelve companies pay the 
total cost of the hospitalization plan. 
Five of the thirty-five companies who replied ~o 
the questionnaire have a formal safety program. In one of 
these companies the function is handled by the Personnel 
Manager together with the Department Managers. In two of 
the companies, ther safety program is directed by the Factory 
Manager and in the one company remaining, it is directed by 
the Plant Manager. Three of the five companies have refresher 
courses in safety practices. 
D. Company ~ervices to Employees 
Of the thirty-five companies questioned, twenty-
nine do not have lunchroom or cafeteria facilities, the 
remaining six do. 
Two companies have employee magazines. Four of 
the companies questioned in the survey have recreation 
areas, thirty-one do not. 
Five of the thirty-five companies who replied to 
the auestionnaire distribute a handbook of company policy 
and information to their employees. All of the handbooks 
describe the operating rules of the company. Eight of 
the handbooks list the facilities offered by the company to 
the employee, and six of the booklets describe the company's 
promotion policies. 
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Nineteen of the companies included in the survey give 
parties for their employees during the year. Thirteen ·of 
these include the employee's wife and sometimes his family in 
the invitation to the festivities. 
E. Payment Systems 
In a number of cases in the companies included in 
the survey, more than one system of payment to employees is 
used. This is due to the fact that some employees are 
engaged in work which is best paid for by a peice rate. 
Thirty-three companies pay some or all of their 
employees on a straight time basis. Two companies employ 
straight piece rate payment systems. Eight companies use 
a piece rate with a guaranteed minimum base pay. 
All of the companies give their employees a paid 
vacation. The employees of these companies also have paid 
holidays. The length of the vacations varies as follows: 
TABLE IV 
L~NGTH OF VA~ATION 
Length of Vacation 
One Week 
One to Two Weeks 
Two to Three Weeks 
Number of Companies 
3 
6 
25 
Bixteen companies provide life insurance plans 
for their employees. In some oases the company bears the 
total oost of the insurance and the remainder have arrange-
ments whereby the employee b-ea~£ part or all of the cost and 
the company withholds the insurance costs from the employee's 
pay check. 
None of the companies included in the survey have 
credit unions operating in the plant for the convenience of 
their employees. 
Nine of the companies who replied to the question-
naire have profit-sharing plans for their employees. 
Five of the thirty-five oompanies'employees are 
unionized. 
G. Training Practices 
Only one company of those who wer'e included in the 
survey has a formal training program to train new employees. 
Sixteen of the companies have on-the-job training programs. 
~ighteen companies have no training program at all. ~leven 
of the on-the-job training programs give the employee 
information about the company rules and policies in addition 
to information and instruction on the actual performance of 
the tasks that are involved in the job itself. None of the 
companies have special classes for employees in· such areas 
as safety. 
Three of the thirty-five companies have training 
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classes for their foremen. 
Sixteen of the companies questioned encourage 
their employees to further their formal education either 
in trade schools or colleges or other specialized areas. 
Of the sixteen, eight pay the employee's tuition charges in 
full. One company pays the tuition charges in special cases 
only. Seven of the companies pay the tuition charges at 
the beginning of the school term and one pays at the end 
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of the course, if the employee completes the course suc-
cessfully. Six of the companies make the payment to the employee 
and three pay the charges directly to the school. 
F. Other Services of the Company 
Eight of the companies who replied to the question-
naire have employee counselling facilities. Twelve companies 
make job analyses and eleven have job evaluation program2. 
Fourteen of the thirty-five companies who replied 
to the questionnaire make comparative wage and earnings 
studies. 
Three of the companies who use employment tests 
give the tests a second time to their employees. The same 
three companies compare the test results with on-the-job 
performance. 
Six of the thirty-five companies questioned give 
exit interviews to employees who are leaving tne company 
either voluntarily or because of unsatisfactory work or 
other reasons which cause discharge. 
Nine of the companies included in the survey have 
established standards of payment for sick leave for their 
employees. 
Twenty-two of the companies allow their employees 
to have coffee breaks and other rest periods during the 
day and have set specific times of the work day aside for 
the purpose of giving the employees a rest period. 
92 
.I:!IBLIOGJiAPHY 
I. Books 
1. Black, J.M., and Piccoli, J. G.: successful Labor 
Relations for Small Business. New York, Mc-Graw-Hill, 
1953 -
2. Perry, John: Human Relations ill bmall Industrz, 
New York, McGraw-Hill, 1954 
3. Patton, John A, and Smith, Reynold s. Jr. : ~ 
Evaluation. Illinois, Richard D. Irwin, Inc., 1954 
4. Pigors, Paul, and Meyers, Charles A.: Personnel 
A4m.inistration. New York, McGraw-Hill, 1951 
5. Tootle, Harry King,:Emplozees ~People. New York 
McGraw-Hill, 1947 
II. Booklets, Pamphlets, and Publications of Associations. 
6. ~Objective Scrutiny gL Personnel Administration. 
New York,, American Managanent Association, Personnel 
Series, no. 75, 1944 
7. Essentials of Effective Personnel Administration. 
New York, American Management Association, Personnel 
Beries, no. 154, 1945 
8. MeasuringcResults ~Personnel Functions. New York, 
American Management Association, Personnel Series, 
no. 111, 1947 
III. Newspapers and Periodicals 
Advanced Management 
8. Caples, w. G. : Personnel is an Executive Function, 
Vol. 16 no. 6, June 1951 
International Labour Review 
9. DooleJ, C. R.: Training within Industry in the United 
States. Vol. 54, nos. 3-4, September-October, 1946 
NorthWestern Miller 
10. Belcher, D. w.: Management's Personnel Job in a Small 
Organization, Section 2, March 8, 1949 
Personnel 
11. Lowrey, S.M.: What should Management do to Improve 
Personnel Administration?, Vol. 22, May, 1946 
12. Nevis, E. C.: Validity of Using Psychological Selection 
Procedures, Vol 30, No. 11 November, 1953 
13. Jurgensen, C. E.: Personnel Administration in Small 
Firms, Vol. 26, No 1, July, 1949 
14. Appley, L. A.; Management the Simple Way. Vol 19, no. 4 
April, 1943 
IV. Publications of Government Agencies and Departments 
15. National Industrial Conference Board, Studies in 
Personnel Policy, No. 117, Personnel Administration 
in the Small Companz, 1947 
APPENDIX A 
1. Covering Letter 
2. Questionnaire 
29 Tucker Avenue 
Lexington 73, Massachusetts 
Little data is available about the personnel functions and 
procedures of small businesses. Tb remedy this, the Department 
of Human Relations in Industry of Boston university, College of 
Business Administration is attempting to collect data for the 
purpose of publishing a brochure or manual. This publication 
would give information on what is being done in this field. It 
should be of interest and help to those of you concerned with 
this area. 
As it is impossible to interview in person all the companies 
we have selected, it has been necessary to use a questionnaire in 
many cases. would you please help by filling out the enclosed 
questionnaire and returning it to us in the envelope provided as 
soon as possible so that we can publish this summer? Experience 
has shown that this questionnaire can be filled out in about 15 
minutes. If you would prefer to have a staff member interview 
you, please let us know by writing to the above address, and we 
shall make arrangements to do so at your convenience. we wish 
to thank you for y~ur cooperation in this study. 
Sincerely, 
r--?nc:,~L 
Jean McGill 
Enclosure 
PERSONNEL PRACTICES 01 ·SMALL IUBDSSS 
QUESTIONNAIRI 
S:ILECTION AND PLAC:DIENT PRACTICES 
1. Do you use an application blank? Yes No __ _ 
a. Is it filled out before the interview? Yea No ___ ~ 
b. Is it filled out after the interview? Yea No 
--c. Does it become a part of the employee's records? Yes_ No_ 
2. Are the applicants interviewed? Yes_No_ By whom?_~--~~~------
3. Are some applicants hired without an interview? Yes_ No_ Which ones? ___ _ 
4. Do you use the service of an employment agency? Yea No Check the type: 
a. Private d. School - -g:- Other 
b. state e. Labor union · -------
c. Newspaper advertising f. College 
5. ,Which employees must submit written references? _______________________ __ 
6. Who makes the final decision in hiring an applicant? _________________ _ 
7. Do all new employees have to take a physical? Yes ___ No ___ 
a. Who gives the physical? _____________________________ _ 
b. What is emphasized in the physical? _________________ _ 
a. Are tests used for selection? Yes_No ___ 
a. When are they used in the hiring procedure? _________________ _ 
b. Check the types of tests used by your company: 
1. Clerical 6. Dexterity 
2. Shorthand 7. Trade tests 
3. Typewriting a. Personality 
4. Intelligence 9. Interest 
5. Mechanical aptitude 10. Performance 
c. Which employees are given tests? ____________________ _ 
d. List the names of the tests used by your fir.m beside the classifications 
given above. 
DALTH AND SAFETY 
l. 
2. 
3. 
4. 
Do you have first aid facilities in the plant? Yea No 
Are annual physica~required of all employees? Yes---No---
--Is there a company-sponsored hospitalization plan? Yes No 
a. Does the employee contribute to the plan? Yes---No---Percentage 
-- -Is there a formal Safety Program? Yes No 
a. Who administers it? - -
--------------------------------------b. Are there refresher courses? Yes No 
--
:lOMPANY SIRVIOE 'm !KPLOlDS 
1. Is there a lunchroom or cafeteria in the plant tor the employees? Yes No 
--a. Check the tollowins which exist in your planta 
a. An employee magazine 
b. A recreation area 
c. A company loan tund tor employees 
3. Is there a handbook ot general policy? Yes No Does itz 
a. outline the operating rules ot the-o-~ai;; Ttl No 
--b. List the facilities available to the employeet Yes No 
--c. set forth the promotion policies ot the CompanJ? Yes No 
--4. Do you have company sponsored parties? Yea_ Bo_ Are tamilies included? __ _ 
JESTIONNAIRE, page 2 
I YMENT SYSTEM 
.• Which payment system do you use? 
a. straight time c. Piece Ra~e, guaranteed minimum 
b. Straight Piece Rates d. Group piece rates 
e. other~~~~--~~----~----~--~~~--~~---------
l. Do you have paid vacations and holidays? Yes ___ No ___ Length of vacation 
-----). Check those of the following which exist in your company 
a. MUtual benefit association d. Pension system 
b. Company paid group life insurance e. Credit Union 
c. Accident Insurance f. Profit-sharing plan 
b. Is the company unionized? Yes No 
lATI\flliG FRACTICES 
.• Do you have a formal training program and classes for new employees? Yes No 
l. Do you have an on-the-job training program? Yes No 
). Does the training program give information about the company rules and policies? __ _ 
If not, how do the employees learn of the rules? 
b. Do you have foremanship training classes? Yes -N=-o-----------------------------
). Do you have special classes for employees? Yes No In what areas 
------). Do you encourage employees to further their formal education? Yes No 
a. Do you pay their tuition charges? Yes No What part?---
b. When do you pay? At the start of the-course? at the--en-d~----------
c. Whom do you pay? The employee_ The School ____ _ 
:'HER SERVICES OF THE PERSONNEL DEPARTMENT AND THE COMPANY 
L. Do you: 
a. Have employee counseling facilities? Yes No 
b. Make job analyses? Yes No 
c. Have a job-evaluation system? Yes No 
d. 
e. 
Employ a merit-rating system? Yes No 
Make comparative wage and earnings~udies? Yes No 
f. Repeat employment tests for purposes of comparison? Yes No 
g. Compare test results with on-the -job performance? Yes No 
h. Give exit interviews? Yes No Only in certain cases? 
i. Have an established set of standards for side-leave? Yes No 
j. Have a daily rest period? Yes No When ______________________ __ 
)DITION.AL TI\TFORW\TION 
L. How many people do you ~ploy? ____________ _ 
a. Production---------
b. Administratio,.::n;;.... ___ __ 
a. What is the structure of your firm? 
a. Individual proprietorship? 
b. Partnership 
c. Corporation 
3. Describe the personnel set-up within your company. Who handles these functions? 
l. What records do you keep for each employee? ____________________________________ __ 
5. Which of the personnel functions used have proved to be the most successful in 
your company? 
5. Which measures have proved to be of the least value to your company? 
